State of California

DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Executive Assistant 0160-1728-xXX 50004358 1

APPOINTEE SAP PERSONNEL NUMBER DIVISION/SECTION

Vacant California Bay-Delta Authority

COLLECTIVE BARGAINING IDENTIFIER

|:| Management Related BU: |:| Supervisory Related BU: |:| Confidential Related BU: @ Rank and File BU:
RO4
RESPONSIBILITIES EXERCISED |:| Supervisory IE or Lead Person
IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSFICATION EMPLOYEE PROVIDED COPY ON (Date)
Rick Breitenbach Deputy Director Administration
APPROVED BY (Personnel Analyst's initials) DATE
TLS 5/8/03
Percent of -
Time Activity

50%

POSITION SUMMARY

The Executive Assistant acts as an administrative assistant, secretary, and advisor to relieve the Deputy
Director of a variety of administrative and office details; has technical authority over secretaries;
independently performs especially difficult and responsible secretarial work; and provides back-up to the
Director's and Chief Deputy Director's Assistants.

ESSENTIAL FUNCTIONS

The position requires that the incumbent have a thorough knowledge of varied and complex administrative
policies, procedures, and operations; be able to independently analyze problems and take effective
action; handle sensitive and confidential assignments with tact and diplomacy; work under pressure and
time constraints; handle changing priorities; establish and maintain cooperative working relationships with
an interdisciplinary, interagency staff team, officials and technical experts from state and federal agencies,
consultants, stakeholder groups, and the public; communicate effectively; and maintain consistent and
regular attendance. The specific essential duties are:

Secretarial Duties:

Screens, redirects, and/or independently responds to visitors and phone calls to the Deputy or the
Legislative Coordinator from a variety of entities, including the Governor's Office, members of state and
federal legislative offices; state, federal and local government officials, stakeholders, and the public.
Routinely transmits information to and from the Deputy Director to follow up on issues and action items
requiring policy considerations and executive-level decisions.

Uses own discretion to coordinate and schedule meetings to effectively utilize the Deputy's time; compiles
appropriate meeting material; prepares daily meeting and appointment calendar; and maintains the
Deputy's filing system. Makes travel arrangements for the Deputy, Legislative Coordinator, and Members
of the Authority; and completes Travel Expense documents in accordance with the appropriate state or
federal policy and procedures.

Types drafts and correspondence for signature by Legislative Coordinator, Deputy Director
Administration, Chief Deputy Director, or Director; and by Resources Agency staff or the Governor. This
requires a thorough knowledge of the Authority's procedures and policies.

Maintains a tickler file of all assignments made by Deputy, and follows through with reminders to staff to
ensure completion.
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Pe%renrét of Activity
45% Administrative Duties:
Performs special administrative assignments for the Deputy Director Administration concerning sensitive
personnel and policy issues, and deals with a variety of confidential correspondence. Performs special
assignments for the Members of the California Bay-Delta Authority relating to policy of state-wide
significance, including compiling and analyzing data or material, gathering facts and relevant information
on issues or projects, and assists the Staff Assistant to the Authority with preparation of meeting materials
and presentations.
Independently develops and maintains office workload and planning standards and establishes office
procedures; provides direction to secretaries to ensure compliance with Authority policies and procedures
related to correspondence and other support staff issues; conducts support staff meetings to clarify
procedures and provide updated information on correspondence issues.
Reviews and evaluates all materials prepared for signature by the Deputy Director and Legislative
Coordinator, or to be included in meetings packets the California Bay-Delta Authority; ensures consistency
with administrative policy, format, and grammatical construction.
OTHER RESPONSIBILITIES:
5% Acts as leadperson to other support staff.

SPECIAL REQUIREMENTS:
Occasional travel to out-of-town meetings (may involve overnight stay).
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	t24: POSITION SUMMARY
The Executive Assistant acts as an administrative assistant, secretary, and advisor to relieve the Deputy Director of a variety of administrative and office details; has technical authority over secretaries; independently performs especially difficult and responsible secretarial work; and provides back-up to the Director's and Chief Deputy Director's Assistants.

ESSENTIAL FUNCTIONS
The position requires that the incumbent have a thorough knowledge of varied and complex administrative policies, procedures, and operations; be able to independently analyze problems and take effective action; handle sensitive and confidential assignments with tact and diplomacy; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships with an interdisciplinary, interagency staff team, officials and technical experts from state and federal agencies, consultants, stakeholder groups, and the public; communicate effectively; and maintain consistent and regular attendance.  The specific essential duties are:

Secretarial Duties:

Screens, redirects, and/or independently responds to visitors and phone calls to the Deputy or the Legislative Coordinator from a variety of entities, including the Governor's Office, members of state and federal legislative offices; state, federal and local government officials, stakeholders, and the public.  Routinely transmits information to and from the Deputy Director to follow up on issues and action items requiring policy considerations and executive-level decisions.

Uses own discretion to coordinate and schedule meetings to effectively utilize the Deputy's time; compiles appropriate meeting material; prepares daily meeting and appointment calendar; and maintains the Deputy's filing system.  Makes travel arrangements for the Deputy, Legislative Coordinator, and Members of the Authority; and completes Travel Expense documents in accordance with the appropriate state or federal policy and procedures. 

Types drafts and correspondence for signature by Legislative Coordinator, Deputy Director Administration, Chief Deputy Director, or Director; and by Resources Agency staff or the Governor.  This requires a thorough knowledge of the Authority's procedures and policies.

Maintains a tickler file of all assignments made by Deputy, and follows through with reminders to staff to ensure completion.
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5%
	t26: Administrative Duties:

Performs special administrative assignments for the Deputy Director Administration concerning sensitive personnel and policy issues, and deals with a variety of confidential correspondence.  Performs special assignments for the Members of the California Bay-Delta Authority relating to policy of state-wide significance, including compiling and analyzing data or material, gathering facts and relevant information on issues or projects, and assists the Staff Assistant to the Authority with preparation of meeting materials and presentations. 

Independently develops and maintains office workload and planning standards and establishes office procedures; provides direction to secretaries to ensure compliance with Authority policies and procedures related to correspondence and other support staff issues; conducts support staff meetings to clarify procedures and provide updated information on correspondence issues.  

Reviews and evaluates all materials prepared for signature by the Deputy Director and Legislative Coordinator, or to be included in meetings packets the California Bay-Delta Authority; ensures consistency with administrative policy, format, and grammatical construction.

OTHER RESPONSIBILITIES:
Acts as leadperson to other support staff.

SPECIAL REQUIREMENTS:
Occasional travel to out-of-town meetings (may involve overnight stay).





